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About Professional Services Contracts 
Cardinal allows Contract Administrators to add and manage Professional Services contracts at 
any time.  As an enhancement, each contract has a related Purchase Order specific to the 
contract, so that all Task Orders and vendor invoices can be simply tracked. Cardinal identifies 
contract activities to include vouchers and payments to date. Any Supplemental Agreements or 
Modifications to a contract are done so by creating a new Version. Versioning tracks contract 
changes, where the current version makes all previous versions unavailable. 

 

 
 
ENTERING A NEW CONTRACT: 
 
 
1 Navigate: Main Menu > Procurement Contracts > Add/Update Contracts 

 

 
 

2 Select Add a New Value tab. SetID = STATE 
 
3 Contract ID defaults to NEXT.  DO NOT change. 
 
4 Contract Process Option defaults to Purchase Order.  DO NOT change. 
 
5 Click Add button. 
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6 Enter values specific to your contract, e.g., Administrator/Buyer, Vendor ID, Begin Date, Expire 

Date, Vendor Contract Ref (i.e. Contract Administrator), Description and Maximum Amount. 
 
Note: If multiple Contract Administrators are assigned, use the Contract Activities hyperlink to keep 
additional records.  

 
 

 
 
7 Enter Description, UOM, and Category. 

 
8 Click on Order By Amount tab. 
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9 Check AMT Only box. 

 
10 Click on the Line Details icon. 

 

 
 

 
 
11 Physical Nature: Select Goods or Services from the dropdown menu. 

 
12 Click on the Expand All hyperlink 
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13 Enter Minimum Line Amount / Maximum Line Amount and Minimum Line Quantity / Maximum 

Line Quantity (as applicable). 
 

14 Check Price Can Be Changed on Order box. 
 
15 Enter Base Price (as applicable) 
 
16 Click OK 
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17   Click on Contract Reference hyperlink. 

 

 
 
18 Enter Contract Category, Estimated Contract Value, Renewal Date From and Renewal Date To 

values. 
 

19 Click OK. 
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20 Click on Thresholds & Notifications hyperlink. 

 

 

 
21 Check Send Date / Amount Notification box. 

 
22 Enter Percent Less than Maximum (example shown).  

23 Select User ID and Maximum Amount from the dropdown box under Notification Type. 

24 Click OK  
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25 Click on Add Comments hyperlink. 

 

 
 
26 Enter comments (up to 2500 characters). 

 
27 Check Send to Vendor box (if you want the comment to print on the Contract and PO). 
 
28 NOTE: You may attach electronic document(s), e.g. RFPs, Supplemental Agreements, Contractor 

Performance Reports, etc. You may also add up to 999 additional comments fields by checking the 

blue + box. 

 
29 Click OK 
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30 Click on the Save button. 

 

 
 
31 Note that once the Contract is saved a Contract ID displays. 

 
32 The Version is 1 and Status is Current. 
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UPDATING A PROCUREMENT CONTRACT: 
 
1 Navigate as shown and display your existing contract. 

 

 
 

2 Click on New Version button. 
 

 

 
 
3 Message is displayed as shown. 

 
4 Click Yes to update the contract with new values. 
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5 Change Reason page displays as shown. 

 
 

 
 
6 Select change reason and insert a comment supporting the change, to include your identifier and 

date.  
7 Click OK. 
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8 All Fields (to include Maximum Amount) are open for edit. 

 
 

 
 
9 Change/Update Price (example shown). NOTE: Remaining Amount values have changed. 

 
10 Click on Contract Reference hyperlink.  
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11 Enter Supplement Agreement information. 

 
12 Click OK. 

 

 

 
 
13 Click on Edit Comments hyperlink. 
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14 Edit comment shown or add a comment by clicking the blue + sign. 

 
 

 
 
15 Add Comments (example shown). Note: you may attach a pdf. and/or other related documents, 

using the Attach button.  
 

16 Click OK. 
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17 Change Contract Status to Approved. 

 
 

 
 
18 Click Save.  
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19 Contract Version 2 Status changes from Draft to Current. 

 
NOTE: The existing related Purchase Order is to be updated to match the new contract value. 
 
 
 
 

See:  Professional Services Purchase Orders Jobaid for additional information. 
 


